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Memo for the Executive Team /or/ Board of UNICEF Denmark 


Date, month, year
[Name of responsible]
UNICEF Denmark



Memo about [topic]  


It is recommended that the Executive Team approve /or/ discuss [xxx]. 
	
/or/

[Name of topic, e.g. diversity policy] is attached for the Executive Teams information. 

[Do not delete any of the headings below. If there is nothing relevant to address under a heading, state that it is not relevant.]

Decision proposal /or/ Case for orientation
[Write a brief presentation of what has led to the Executive Team having to discuss/decide on/be briefed on the subject] 

Finance, budget and resources
[Information about budget, employee resources etc.] 

Communication
[Insert a plan for relevant internal/external communication, preferably with a specific text that can be shared internally. If the content/decision should not be shared either internally or externally, write that.] 

Next step
[What is the next step after the Executive Team approve/are informed of the decision/topic?]

(Only relevant if the memo is for the Board:) Relevant information for the Executive Team about the memo, before the Board receives it
[If the memo is for the Board Members, you may have some relevant information for the Executive Team ahead of the Board receiving the memo. For this purpose you can write a section here, which will be removed before the Board receives the memo]
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